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Guideline Overview 

This document explains the applicant workflow for the GSAUCA PG Admission Portal. Follow the steps in order and verify all entries before locking the 

application. 

Important: Once the application is locked, changes are not permitted. Applicants should print or save the application PDF and keep the fee receipt or 

challan for future reference. 

Applicant Workflow 

Step Activity Key remark 

1 Open the GSAUCA PG Admission portal. Use the official PG admission portal link (https://pg.gsauca.in/) and review published circulars before starting the application. 

2 Use Applicant Login for signup or OTP login. Use an active mobile number and email address, because OTP and admission messages are sent to these registered details. 

3 Complete fee selection and payment details. Verify the course and subject carefully before payment.  

4 Complete the application form. Keep all required information and documents ready before filling the form. Partial data saving is not available, and no changes are 

permitted after the application is locked. 

5 Upload prescribed PDF documents. Ensure every uploaded PDF is clear, complete, readable, and within the allowed size limit. 

6 Save the form and review lock screen. Do not proceed to lock until all details are correct. Registered mobile and email details in the screenshot are masked as Not Visible. 

7 Send OTP and submit final lock. Locking is the final submission action. Editing is disabled after the application is locked. 

8 Check submitted status  Keep the application PDF, payment receipt and related documents for future admission reference.  

9 Verification and Clarification Stage If any clarification or additional information is required, the applicant will be informed via email. The applicant must submit the 

required clarification within the stipulated time. 

10 Entrance Exam The entrance examination will be conducted based on the Application ID and the course selected in this application. Applicants are 

advised to visit the PG Admission Portal regularly for the latest updates and important announcements. 

11 Counselling Applicants are not required to send a hard copy of the application to the Admission Committee. However, at the time of 

counselling, they must bring the printed application form, payment receipt, and all required original documents for verification. 

General Remarks 
- Use the official admission portal and check published circulars before applying. 

- Keep scanned documents ready in the prescribed format before starting the form. 

- Confirm course, subject, category, personal details and uploaded documents before 

locking. 

- Use the registered mobile number and email address throughout the process for 

OTP verification and admission communication. 

https://pg.gsauca.in/
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Step 1: Access the portal main page 

Action: Open the official GSAUCA PG Admission portal (https://pg.gsauca.in) and review the available public links, including PG Admission Prospectus, Applicant Login, 

University websites and published circulars. 

 

Remark: Use the official portal link and review published circulars before starting the application. 

 

 

https://pg.gsauca.in/
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Step 2: Create applicant account or login 

Action: Click Applicant Login. New applicants should enter full name, mobile number and email address, accept admission communication and create the account. Existing 

users can request OTP using registered mobile number or email. 

 

Remark: Use an active mobile number and email address, because OTP and admission messages are sent to these registered details. 
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Step 3: Review the application overview 

Action: After login, review the Application Overview page. The dashboard shows application ID, course, subject, status, fee status, lock status, and available actions. 

 

Remark: Use New Subject Application to begin a fresh PG application. 
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Step 4: Select course details and pay application fee 

Action: On the Application Fee page, confirm applicant details, select last exam degree, applied course, applied subject and payable amount, then proceed with fee payment. 

 

Remark: Verify the course and subject carefully before payment. 
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Step 5: Open the application form 

Action: After fee payment, return to My Applications and click Form for the relevant application record. 

 

Remark: Confirm the application ID and course before opening the form. 
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Step 6: Fill applicant details 

Action: Select the category and complete all applicant details, including date of birth, gender, photo and signature as applicable. 

 

Remark: Keep all required information and documents ready before filling the form. Partial data saving is not available and no changes are permitted after the 

application is locked. 
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Step 7: Upload required documents 

Action: Upload each required document in the prescribed PDF format from the Required Documents section. 

 

Remark: Ensure every uploaded PDF is clear, complete, readable and within the allowed size limit. 
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Step 8: Save application and review before lock 

Action: After completing the form, save the application. Go to Lock Application and review the form status, submission status and available actions. 

 

Remark: Do not proceed to lock until all details are correct.  
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Step 9: Verify OTP and lock application 

Action: Click Send OTP, enter the OTP received on the registered mobile number and email address, then click Lock Application. 

 

Remark: Locking is the final submission action. Editing is disabled after the application is locked. 
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Step 10: Confirm submission  

Action: After successful OTP verification, confirm that the application status is Submitted or Assigned to Verifier and use Application PDF for records. 

 

Remark: Keep the application PDF, payment receipt and related documents for future admission reference. During the online verification of applications, if any 

clarification or additional information is required, the applicant will be informed via email. The applicant must submit the required clarification within the 

stipulated time. 

 


